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REUME FOR: DRY/Specisl Aesistant for Viet Ham Affsirs
Chief, Records Administration Staff

Records Mansgement Survey

1. Tae Records Management Burve
for Viet Ham Affalrg requested by

eof the Office of Bpeclsl Assistant
hes been couplated,
CT members of yowr office and[ |
of this steff they accomplished the following: - -

2. Made invectories of all files and filing égui&m%ﬁt.

T b, Installed the Agency subject-numeric fillng system %0 pro-
vide & conbinulng standard method for filing snd retrieving records.

¢. Trained office pergonnel in the opseation of the new filins
system. ’ ,

d. Developed and installed a 2pecislized asystem for the filing
and finding of Operstlonal Recorda.

e. Changed the procedures for processing incoming cables which
redyces substantizlly the time required for logping snd evalusting
ﬁh%. .

£. Changed the procedures for the selection of incoming cebles
which eliminated the filing of over 60% orf them.

g. Prepaved & Records Comtrol Bchedule which shows how SAVA
records will be preserved, retired or destroyed.

2. The attached Records Cuntrol Schedule iz & basic doowment fov
the management of the 33 cublc feet of records wow in your offise and
similar ones which may be created or scquired. The use of the imstructions
in the schedule will yrovide an orderly, systematic end suthortative basis
for the retiremsnt, destruction or retention of BAVA records,

3+ There is a criticael neged for f£iling equipment in the'&g&ﬂey

today and theve is & Presidentisl Movastorium on the purchase of new
equiiment. Consequently all sgency offices must mske apecinl efforts to
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see that present filing equipment iz completely utilized befure reguesting
more. Active use of the Records Control Bobedule will be & good tool to

‘uge in this connection.

4., It was a rewsrding experience to work with you and your staff,
The personal interest of you and[ = |was reflected throughowt the 25X
office and helped to eccomplish significant results. | | 25X1

vere particularly belpful. Plesse c&ll me if you meed
ther advice or assistance,

25X1

Attachment

ce: |

DDS/SSS/RAB (31 October 1966)

Distribution:
Original & &F - Addressee, uF-I? Ho‘#)
1 - Records Center
1 - RAB
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